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17 October 1956 


/’EM3RAKD0M FOR.; Director of Training 
FROM * Chief, Finance Division 

SUBJECT i Finance Training for Administrative Type Personnel 


1. It has recently case to our attention that dissatisfaction 
has teen expressed with the results of "training 9 afforded eriminie- 
trative assistants who handle station funds ate accounts. In view 

of the indication of renewal of emphasis on training for administrative 
assistants who will handle finance matters at small (Class B) Stations, 
it appears appropriate that consideration be given to providing for- 
malized courses of instruction for such personnel. 

2. The facilities of Finance Division have, in the past, been 
made available to a dmin istrative— type personnel who are in process of 
assignment to positions where they will assume responsibility for 
station funds and accounts, in order that such persons may have the 
advantage of actual on-the-job type experience related to their proposed 
responsibilities. This action was taken in response to requests of 
operating elements for assistance in providing specific coverage far 
administrative assistants who will handle station funds. Class B 
financial records and reports, 

3. It is now becoming increasingly evident that the need for 
special and directed attention to the training for administrative 
employees who are to assume responsibility for station funds and accounts 
Is such that formal trai ning programs should be developed to meet their 
needs. Such programs, should be specifically designed to provide a 
desirable degree of competence in financial and budgetary affairs in 
those individuals who are to be charged with responsibility for station 
funds, accounts and financial reports at Class B Stations. 

4. In line with the above, it is recommended that the Office of 
Training develop a training program for employees who are to be assigned 
to positions in Class B Stations where they will assume responsibility 
for funds, financial records, and reports ate that such program be made 
a pro-requisite to the assignment of all personnel to such positions. 
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5. We shall be glad to offer such suggestions or otherwise 
assist in the devalopraant ef the program by waking available 
facilities and materials of finance Division to the extent desired. 
In this connection, however, w fed that the program should be 
conducted by the Office of Training in its own facilities and not 
by Finance Division. 


Chief, finance Division 


CONCUR; 


25X1 


Acting comptroller 


Distribution: 

Grig. & 1 - OTR 

1 - SSA/DDS 
1 - DD/S 
1 - Actg. Comp. 
1 - C/FD 

FD/LEB:mhp 


25X1 
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TITLE: 


OBJECTIVES: 


PREREQUISITES; 


EHROLIMMT; 

BURATTOR: 

LOCATION: 


° m ° er Ir * 1 “ inC! f ° r Knance 

train junior administrative personnel who will assume 
responsiMilty for rendering financial reoorts and 

fina SSf L recor4fl &t stations where a 

nr,T» d F i na f Ce 0fflcer 16 not assigned. Ohrough lectures 
^ an actual, exsmination of accountings from the post to 

Is assigned familiarity with both general 
procedures and actual problems is obtained. 

3top Secret Clearance 

Contemplated assignment to a specified Class B Station or 
base overseas. 

5 to 10 

Two weeks (80 hours) 

Headquarters 
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